Special Processing for External (Non-GSA) Users
1. Since the OCIO EXT registration page is currently still under development, a

workaround has been developed to handle the processing for External (Non-GSA)

users, which is similar to how they are currently handled.

2. The User will access the interim EXT registration page via the EARS home page
https://ears.ocfo.qgsa.gov/ears/faces/home.jsp.
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OCFO ACCESS REQUEST FORM
For Government/Contracted Associates
GENERAL SERVICES ADMINISTRATION]|
OFFICE OF THE CHIEF FINANCIAL OFFICER

As an authorized approver, | certify:

Theinformation below is accurate and allows the minimum privileges necessary to permitthe userto complete

assignedtasks

The associate has been given andtold to read a copy of the Rules of Behavior
The Associate has not been approved for multiple accesses to the same application thatwould allow him/herto
circumventthe internal control related to “separation of duties.”

This Associate has undergone the

level of access.

backgroundin required for his/her position and/or this

This form s to be used for requesting access to EARS.

Associate’s First Name:

Associate’s Last Name:

Associate’s E-mail:

Telephone Number:

Fax Number:

Agency Name:

Supervisor Name:

Supervisor Telephone Number:

Security Question:

Security Answer:

Application List:

FMSNEAR —CARS

FMS Pegasys — FEDPAY GV
FMS Pegasys — VITAP BBS
FMS Pegasys — VITAP FAS
FMS Pegasys — FEDPAY GU
E-Payroll PAR — HARP
FMSNEAR —OARS
E-Payroll PAR — PAR
FMSNEAR - SIFT

FMS NEAR —DATA

FMS Pegasys — UPPS
E-Payroll PAR — HR Shared Leave

Application:

Choose an item. (Select Application from drop-down)

Comments:

3. After completing the OCFO Access Request Form, save as an Attachment and
email to the corresponsding System/Subsystem Liaison.

3.1. If unsure of the System/Subsystem Liaison, refer to the Contact Us Menu Tab

Enterprise Access Request System [EARS)

Home -nccess Requests | Role Description -nccess Management | Profile Update | Account Maintenance m

Need a GSA Metwork account? Download and fill outthis document, then email itto the designated Liaison for your desired system as shown in the table below.

SystemiSubsystem

E-Payroll PAR - PAR

E-Payroll PAR - HARP
E-Fayroll PAR - HR Shared Leave  TBD
FMS NEAR - CARS
FMS MNEAR - OARS
FMS MEAR - DATA
FMS NEAR - SIFT

FMS Pegasys -
FMS Pegasys -
FM3 Pegasys -
FMS Pegasys -
FM3 Pegasys -

UPPS
VITAP PBS
FEDPAY GU
FEDPAY GY
VITAP FAS

Liaison Name
GaryDStivers, TinaMblorrison
TBD

SusanhHurley
SusanhHurley
SusantHurley

WarisaLQuinlivan, MichelleLClow

MNaneyAiller
ParmelasHarmon
StacieFToole
GlacieFToole
ThaneADouglas

Liaison Email

Gary. Sliversifinsa.gov, Tina.Morrisoni@gsa.goy

Susan. Hurlev@osa. ooy
Susan.Hurlev@asa.qoy

Susan Hurle Sa.00Y

Mancy dillerifgsa gov
Parn Harrmon@osa.oov
Stacie Toolef@usa.qoy
Stacie Toolefgsa oy
Thane.Douglasfsa.noy

Marisa. Guinlivani@asa.ooy, Michellel Clowghysa.qov

Liaison Phone

B16-926-7211

817-978-6105
817-978-6105
817-978-6106
816-926-7296
817-978-3028
817-978-0576
816-026-2451
B16-026-2451
816-823-2466

,B16-026-5118

, 816-026-T168



https://ears.ocfo.gsa.gov/ears/faces/home.jsp

4. The Specified Liaison will be required to enter a New Access Request via
ClearQuest Web Client

5. Before the Liaison enters a NEW access on behalf of the External User, the
following is required:

5.1. The employee must forward an email requesting access to the system to their
‘actual’ manager.

5.2. The ‘actual’ manager will either approve or deny the request and that email
chain will be forwarded to the Liaison as supporting documentation to the
action required.

5.3. The Liaison must open the email and save it in a Microsoft Office Document
Image Writer. To do this in Lotus Notes (Example Below)

5.3.1. Select File = Print

5.3.2. Change the Printer Name to Microsoft Office Document Image Writer
(The reason for this is to ensure the integrity of the data captured and
placed in the ESC system as supporting documentation. Once
saved, this cannot be changed — it is a read only access)

5.3.3. Click the Ok button (This will bring up a Save As box)

5.3.4. Type in the file location where you want to save the document and file
name you want to save it as (i.e. FEDPay_JaneDoe_092109)
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6. Using ENT login credentials, the Liaison will Log into ESC to create a NEW Access

Request on behalf of the External Users via the ESC link -
http://esc.finance.gsa.gov/cqweb/login



http://esc.finance.gsa.gov/cqweb/login

Please enter your User Name and Password

User Name:

ﬁ'aannam:kam
Password
Schema Repository:
A Production | ¥
Database:
b\ ESCO1 : Production Database .. | *

Login

7. Click on the New Change_Proposal down arrow, Scroll down and Highlight
OCFOUser and click Create.

New Change_Proposal | v Find Record ID: Go
A Record type selection: - x|
ESC - Ei

Record type selection:

il

an:

Select a record type and click ‘Create’ buttan
Welcome to OCF

TiTestsute =
Flease contact y¢ |y crutityactivty

Delegation

ocroc!

User Docul

BDA Quickstart

GSS Quickstar

BOF Quickstart

OCP Workflow fo

A NEW OCFOUser screen is displayed
7.1. Main Tab
7.1.1. Enter Email and Name(s) in the Non-ESC fields

7.1.2. Select the Liaison from the Manager/COTR (Existing) drop down
menu

7.2. Details/Certifications

7.2.1. Enter all applicable information. At the minimum add the Agency,
Phone Number, Initial Background(required), and GSA Rules of
Behavior (required)

7.3. Click Save

| L)
Save Add to Favorites Cancel
E OCFOUser. 12345 (Action: Submit) [%
Main  Details/Cerfifications  Attachments
ESC [~ Mon-ESC
User j Email |
= || Fist |
Last I
M
- R (Existing) [ Mansger/COTR (New)
j Email |
Fist |
Last I
Mi
* red text indicates required information

8. Click on the New Change_Proposal down arrow, Highlight Access_Request and
click Create.



/2 ESCO1 - Windows Internet Explorer prov

@ v |g http: #fest. finance.gsa.govfcqweb/main?rommand=Gener ateainFrame8r msessionid=5143af25-d2fe-4:

File Edit “iew Favorites Tools Help Links & PAR @& PAR Web|

W e @esom ) | |

e a A Hecord type selection: - x|
) [ Personal Queries

£ Public Queries

|
ESCO1 ~| Go #E G Hew Change_Proposal | *| | Find Record ID:
[ escot

ESC - Ent recors type selection:

Select arecord type and click ‘Create’ button
Welcome to OCFO's

Please contactyour | |Business_intiative

Change_Proposal

OCPBuidRelease

Task

ThConfiguredTestCase
esiCase

User Documt

BDA Quickstart

GSS Quickstart

BDF Quickstart

QCP Workflow for BL

A NEW blank Access Request is displayed
8.1. Main Tab

8.1.1.
8.1.2.
8.1.3.

8.1.4.
8.1.5.

Access for — Click the drop down menu to select User.
System/Subsys — Click the drop down menu to make selection

Access Role — Click the drop down menu to make selection.
Additional roles require a new access request for each role. (repeat
stepsin 16.8.1.1 — 16.8.1.5)

Reason — Click on drop down menu to make selection.

If Temporary Account, check box and then enter the temporary
account expiration date.

L}
Save Add to Favorites Cancel

B Access_Request ESC0100028564 (Action: Submit)

Msin | UserDetals  Approvals  Implementson | Audls | Noes | Hstory  Attachments | AuditTral
Accessior | - Usecic
System Account?
submitot  [2010-1115 B I saveasdmne I Sper
I™ Temporary Acsount?
Submitied By |WandakRickara il Expires on — =
1o [Escotonozsses
Siaie [Submited
Acoess To (Select ONE
&2l I~ Conflicting Role
Manager Approval Reason
Resson

* red text indicates required infermation

8.2. Attachments Tab

8.2.1.

Click on Add Attachments, then Browse, locate the Manager
Approval email that you saved and click Open, then Click OK. This
will place the file in the Attachments body, however it will show a file
size of 0 until you Save the Record. If requesting additional roles,
you will need to place the approval email in each access request.



B ¥ o
Save Add to Favarites Cancel

1 Access_Request ESCO100028564 (Action: Submit)
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8.3. Click Save

9. Once the access request has been saved, it will trigger the workflow process in ESC
and allow the approval process to be completed via EARS. Refer to Section 5 for
details of approving access requests in EARS.



